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Welcome

Beginning with the first quarter 2019, employers will file
one quarterly report, the Quarterly Employment and
Wage Report, also known as the UC-5. This tutorial will
guide you through the process for submitting a report by
file upload. The file upload option for reporting wage
records is the only option available for employers report-
ing more than 50 employees in a quarter.

If you have less than 50 employees to report you may use
this option or the manual entry option. You can find in-
structions for that process in the Manual Wage Entry
module available at in.gov/dwd, in the same location
where you found the link to this tutorial.
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Users must have the Administrator or Wage Records role to access
the wage report portal. To begin, sign in to the Employer Self Service
portal.
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After signing in to Uplink Employer Self Service (ESS) you will find
yourself at the Employer Home Page. To begin, click on “File a Re-
port”. You may also click on “Wage Reports” and then “File a Wage
Report” from the left-hand navigation bar.



& Wage Reporting

Fields marked with 2n actarick * are requined,

© Select a Reporting Period

—

© Select a Reporting Method

© Enter Your Report

O Confirm & Complete

The Wage Reporting screen will appear. From here, using the drop-
down menu options, select the “Year” and “Quarter” you wish to re-
port. Click “Next” to continue. Section one (1) will display green
with a checkmark and section two (2) will open.

*Only quarters available to submit will be displayed for selection.
Quarters previously submitted, in the future, under audit or that have
been audited will not display.
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& Wage Reporting 0

Fields marked with an asterisk * are required.

© Select a Reporting Period (o1 a1: san 1 - mar 31)

© Select a Reporting Method

Do you have more than 50 employees to report?

Choose your reporting method

Manual Entry File Upload Nothing to Report

© Enter Your Report

In section two (2), you will select your reporting method.

You must answer the question, “Do you have more than 50 employees
to report?” Employers answering “Yes” are required to use the “File
Upload” reporting method. The system will automatically select the
“File Upload” button. The “Manual Entry” and “Nothing to Report”
buttons are no longer available options.

After clicking “Next,” section two (2) will display green with a
checkmark to show it has been completed.
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You are now ready to upload your wage report. Your file must be in
the approved ICESA or .CSV format (you can find instructions for
these files at in.gov/dwd in the same location as this tutorial). To
begin, click “Choose a File”. Using the upload box that appears locate
and select the file to upload. Then, click “Open”.

DWD will provide an excel template that matches the requirements
which is in CSV format and is highly recommended by the agency.
Also, users will now only be required to submit the E and S records on
the ICESA file.
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Wage Reporting

Fiels marked with an asterisk * are required

© Select a Reporting Period o r: an1-warsn

© Select a Reporting Method-

© Enter Your Report

& C:\CSV Format Quarterly Wage
Reportsh\ 1Q19
ICESH or .csv format. For instructions on creating your file,

Please| Choose 2 Fie | foupload that is in the approved

The file will now appear, and you will click the “Submit Report” button to
continue the upload process. The system will check that the file type and
format are valid. After the validation test, the system will check the wage
records for errors and warnings. If there are no errors or warnings found,
section three will display with a green checkmark to show it has been
completed and section 4 will open.

If the file cannot be validated, an error message will appear. The file for-
mat parameters are available by clicking directly on the file format name,
highlighted in blue. Review your data and file type and make any correc-
tions before attempting to submit the report again. After making the cor-
rections, click “Continue” to return to the Wage Reporting screen to begin
the process again.




Wage Reporting

Fields marked with an asterisk ® are required.

© Select a Reporting Period pors ar: o 1-varsy)

© Select a Reporting Method

© Enter Your Report

— & C:A\CSV Format Quarterly Wage
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ICESA or v format. For ingtructians on creting your file,

The system will display a spinning wheel to indicate the upload is in
process and may take up to two (2) minutes to load.

In the case of large files, this process may take up to 24hrs and a mes-
sage will display if this is the case. The user will receive an email
from the agency once the report has been processed and a “Return to
Homepage” button will then appear. To complete the wage report
submission process, log back into ESS after receiving the notification
from the agency.

Otherwise you will move to section 4.
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= Wage Reporting

Fields marked with an asterisk * are required.

© Select a Reporting Period 019 a1: san 1 - war 1)

© Select a Reporting Method

© Enter Your Report

© Confirm & Complete

Total Gross Wages = $20,000.00 \ Total Number of Employees = 1

— l V| | certify, under penalty of perjury, that this report is true and complete to the best of my knowledge.

After the system has validated the file and has checked the report for
errors, the final step is to confirm the reported data. The total gross
wages and the total number of employee records uploaded will be dis-
played. The user should verify this information and then select the
checkbox to certify the information to be true and accurate. After
checking the box, click the “I Confirm” button to complete the sub-

mission process.
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Wage Reporting

Fields marked with an asterisk * are required.

© select a Reporting Period V

© select a Reporting Methoc

Your wage report has been successfully
submitted. Your confirmation # is 69519904.
© Enter Your Report ——— -

= Click the button below to continue.

Total Gross Wages = $20,000.00 | Total Number of Employees = 1

D | certify, under penalty of perjury, that this report is true and complete to the best of my knowledge.

The file upload process is now complete. Note your confirmation num-

ber is now included with your successful submission. Record and save
this number with your quarterly records. You can also see this number

in your confirmations list under Summary Information.
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To view the details including taxable wages, contribution assessments
and total due go to the Summary Information section from your left

hand navigation bar and then Wage Report History.

Click on View Details for the specific quarter.
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Wage Report History Details o

For Quarter/Year : 4/2017

& Download CSV &, Download PDF m

Assessment Summary

Amount Assessed $50.00 $9.00 $5.00 $0.00 $0.00
Amount Paid * $0.00 $0.00 $0.00 $0.00 $0.00
Remaining Balance $50.00 $9.00 $5.00 $0.00 $0.00

Showing 1 to 3 of 3 entries

* Note: Amount Paid includes all prior credits applied and money received.

Report Details

Total Gross Wages Total Taxable Wages

$5,500.00 $2,000.00

Total Premium Report Type Report Status
2.500 % Adequate Late
Computed Tax Total Due

$50.00 $64.00

Effective Date Adj. Effective Date

07/18/2019 07/18/2019

Here you can see the break down of the contribution assessment and
the details of the report including taxable wage amounts and the total

contribution amount due. You are also able to print this information as
well as download it as a CSV file and/or PDF file.

For this example we will click the Print button.
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ENTERTAINMENT LLC

For Quarter/Year 4/2017

SUTA

Business Type : Limited Liability Company

FEIN :

Assessment Summary
Contributions Interest Penalty Other Cost Spc Chrgs
Amount Assessed $50.00 $9.00 $5.00 $0.00 $0.00
Amount Paid * $0.00 $0.00 $0.00 $0.00 $0.00
Remaining Balance $50.00 $9.00 $5.00 $0.00 $0.00
* Note: Amount Paid includes all prior credits applied and money received.
Report Details
Total Gross Wages : $5,500.00 Total Taxable Wages : $2,000.00
Total Premium : 2.50 % Report Type : Adequate Report Status :  Late
Computed Tax : $50.00 Total Due : $64.00
Effective Date : 07/18/2019 Adj. Effective Date : 07/18/2019
Monthly Employee Count
October : 2 November : 2 December : 2

This is the printed version of the details of the report. To print this in-

formation click the Print button.

Representatives are also available to assist you,
Call 1-800-891-6499, option 2, then option 3

(Phone representatives are available between 8 a.m. and 4:30 p.m. EST)

Thank You




